DEPARTM!,ENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. Citz2t

Page 1 of 2

Agency !
Cecil County Government

‘ Division/Unit

Facilities Management

ltem Description Retention
No. .
Changes in records format will not necessarily require revision of
the retention s:chedule. However, should the scope or content of a
records series be altered, the schedule may be amended to reflect
such changes. ' :
Each agency v&l?ill use all or some of the following records which
are governed by the indicated retention period:
FIRE INSPECTION REPORTS .
L A. Fire Ala’irm Annual Inspection Reports Retamtﬁl arccilcogy for five (3)
B. Fire Suppression System Annual Inspection Reports years thenl destroy.
C. Fire Extinguisher Annual Inspection Reports
!
2 BUILDING CONSTRUCTION DOCUMENTS ) )
A.  American Institute of Architects (ATA) Retain hard copy until after
Contracts/Documents project is completed, then
B. Building Specifications transfer to Archives for
| C. Building Drawings permanent preservation.
'|
3 OPERATION ¢ERTIFICATES ‘
A.  Elevator Certificates Retain hard copy for one (1)
B. Boiler Certificates year then destroy.
!

or Division Representative. '
Date

Slchedule Approved by Depértment, Agency, | Schedule Authorized by State Archivist
Date 1 Mo 2914

1
t
d
t
|

Signature

Typed Name Scott Mesneak

Signature

Title IT & Records Reten;tion Director

DGS 550-1
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DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. cnz

Page 2 of 2

Agency : Division/Unit
Cecil County Government Facilities Management
ltem Description Retention
No. |
4 SAFETY AND SECURITY
A Asbestos testing documents Maintain hard copy

B. Mater::ial Safety Data Sheets

C. Security Event Log
i

'
+

|
'

D. Emai1'|s Used to Track Equipment Problems

permanently and transfer to
archives annually.

Continuous Record. Maintain
as a perpetual file by updating
when amended or revised and
destroying obsolete material.

Retain hard copy for twenty
(20) years then destroy.

Retain electronic files until
County has disposed of
equipment then destroy.

DGS 550-1A
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each new or revised record series. Forwardl

with Records Retention Schedule (DGS 550-1)

'
b

Instructions -Type or Print a separate form for

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Wateroo Road, P.O. Box 275
Jessup, Marytand 20794

410-798-1830

AGENCY RECORDS INVENTORY

PAGE 1 OF #

1. Departman/Agency

Facilities Management

2. Division

3 Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as & unit for reference as well as retention and disposition purposes.

4. Record Serles Title

'
'

Americ:lm Institute of Architects (AlA) Co:ntractsIDocuments

5. Earliest Year/Latest Year

2006 , 2010

6. Record Serles Description (Briefly describe the types of Informdtion/documentsfarms found in the seres. inclide the purpose or function of the series.)

These documents record contracts and Escopes of work for Architects, Engineers, Contractors.

13,

Current Location(s)  (BIdg., Flaor, Roomy

Facilities|Management Office

i
I
.
'
)
|
1
H
i
7. Record'S erles Formay(s)  Listall i 8. Record Series Seguence 8. Volume
H D Flie Drawer(s)
i
| .
' 0 Microfim Reel(s)
m Leiter Size o'Microfilm j O Alphabetical
: o Computer Tape(s)
olLegal Siz o Computer Tape . .0 Numerical® Number
! o Other (specify).
'
O Audio Tape O Flappy Disk | O Chronological
: ; :
© Bound Book D Video Tape i D Geographical 10. Annual Accumutation
| O File Drawer(s)
O Other (spedify) ) W Other (specify)
P , ! en
H ’ .
O Microfilm Reel(s)
i Keyword Lockup )
|
; Q Computer Tape(s)
: Mumber
i
| O Other (speclfy)
]
11, File is Used | 12: Flle Becomes Inactive After
I .
i
0 Daily, O Weekly, D Monthly .Apnually lm a Month(s) O Year(s)
) Nurrber
1 :
)
i
|
1
b
i

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

o Yes ! No

_ Scott Mesneak
IT & Records Retention Director

20. Telephone Number

410-996-5205

21. Date

9/10/2010

|
15, Access'Restrictions (If Yes, clte Law(s) & Regulation(s) ! -1B. Audit Requlrements
O Yes & No :: :0 None ® State M. Federal s} Inde'pendent
17, Is an Index System used?.If yes, expiain briefly and descﬂb% requirements 18. Retommended Retention
5 e - : Retain hard copy unt_il after project is completed,
i then transfer to Archives for permanent
: preservation.
18. Name‘aL'\c Title of Preparer E
o]

DGS 6504 (Rev. 11/83)
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Instructions ~Type or Print a separate form for | DEPARTMENT OF GENERAL SERVICES' AGENCY RECORDS INVENTORY
each ne\'w or revised record series. Forward . RECORDS MANAGEMENT DIVISION _
with Records Retention Schedule (DGS 550-1):; 7275 Watsrlioo Road, P.O. Box 275 e 1 o 1
: Jessup, Maryland 20794
i 410-799-1930
1. DeparntmentyAgency ! 2. Divislon 3. Unit

Facilities Management

|
DEFINITION - RECORD SERIES: A group of related recards nommally filed and used as a unit for reference as well as retention and disposition purposes.

4. Recard Series Title !
Asbestos testing documents

5. Earliest Yearf atest Year

1990 ,, 2009

'

6. Record Series Description (Briefly describe the types oflnfurrna(idnl:ducunen(s/fori'm found in the series. Include the purpase or function of the serles.)

To document results of Tests for asbestos containing materials

Nurmber

7. Recnrd Serles Format(s) List all ' B. Record Serles Sequence 9. Valume
. O Flle Drawer(s)
O Microfilm Reel(s)
= Letter Slze 0 Mcrofim ; o Alphabetical
; 0 Camputer Tape(s)
DLegal Sizé 2 Computer Tape . 0 Numerical Number
' O Other (specify)
O Audio Tape OFloppy Disk ! 0 Chronalogical
!
@ Bound Bogk O Videa Tape, ! O Gengraphical 10. Annual Accumutation
' 0 File Drawer(s)
o Other (specify)______ B Other (specify)
)
0 Microfiim Reel
: Keyword Lookup erofiim Reel(s)
1
. t
' 0. Computer Tape(s)
' Number
E O Other (specify)
1. Fileis Used i 12, File-Becomes Inactive After
I
I
| ' .
o Daily: D Weekly. I Monthly & Annually Indeﬁmtely O Month(s) 0. Year(s)
)
i
i
t

13. Current Location(s)  (Bidg.. Floor, Raom)

Faciliies!Management Office

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

0o Yes - B No

15, Access Restrictions (If Yes clte Lawis) 8 Regulation(s) 18.  Audit Requirements

o Yes o No

[
'
'
'
'
'
'
'

B None g State a Federal a Independent
1. I's an Index System used?.If yes, explain briefly and describe re;qulremen'ts 18. Recommended Retention
o ves o Maintain hard copy permanently and transfer to

; archives annually.

18. Name andl Title of Preparer

| Scott Mesneak

20. Telephone Mumber.

410-996-5205

21 Date

9/10/2010

IT & Records Retention Director .

$

DGS 550-4 (Revi 1/83)
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Facilities Management

Instructions ~Type or Print a separate form for | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
sach new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schadule (DG'S 550-1)5 7275 Watsrloo Road, P.O. Box 275 S 1
| Jessup, Maryland 20794
, 410-799-1930
1. DepanmentAgency | -2. Division 3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Sertes Title

Boiler Certificates

5. Earliest Year/Latest vear

2009 ,, 2010

6. Retord Series Description (Briefly descritie the.types of information/documéntsforms found in the series. Include the purpose ar functlon of the series.).

To ensure the proper operation of boilers

)
'
!
'
1
‘
'
‘
‘

7. Record Series Format(s) List al 8. Recard Series Sequence. 9. Valume

O File.Drawer(s)

O Mirofim Reel(s)

m Letter Slz¢ ‘0 Meroflim o Alphabetical

0 Computer Tape(s)
O Legal Size 0 Computer Tape O  Numerical Number

0 Other (specify)
0 Audio Tape O Floppy Disk O Chronological
O Bounhd Bopk 0 Video Tape o Geographical 10. Annua! Accumulation

0 File Drawer(s)

0 Other (specify), W Other {specify)

Keyword Lookup o Microfitn Reel(s)

0, Computer Tape(s)

Number
a Orher (speclfy)

1, File is Used

)
)
|
1
]
|
I
i
I
¢
b
t
)
i
1
|
i
1
L
|
t
|
)
|
)
\
)
1
)
i
|
b
.
'
‘
.
,
i
b
|
i 12, File-Becomes Inactive After
!

o Daily. O Weekly. 0 Monthly @ Anngatly 1 a° Month(s) @ Year(s)
Nurmber

13. Current Location(s)  (Bldg.. Floor, Room)

FaciliiesiManagement Office

14, Is Record Series Duplicated-Elsewhere? (If yes, specify agency or office.)

o Yes ® No

15, Access Restrictions (f Yes, cite Law(s) & Regulation(s) 18 Audit Requirements

EiYes ) m No

i
|
i
|
1
1
I
'
1
'
I
i
1
|
'
'
'
'
'

O None ® State O Federal - 0 Independent
17. s an index System used? If yes, explaln briefly and describe relquirements 18.  Recommended Retention
a Yes ® o Retain hard copy for one (1) year then destroy.

18. Name.and Title of Preparer 20. Telephone Number. 21. Date

Scott Mesneak 410-996-5205 9/10/2010

IT & Records Retention Director

DGS §50-4 (Rev} 1/83)
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Facilities Management

Instructions ~Typé or Print a separate form for ! DEPARTMENT OF GENERAL SERVICES' AGENCY RECORDS INVENTORY
each ne\l/ or revised record series. Forward l RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1); 7275 Watseroo Road, P.O. Box 275 pace 1 of 1
E Jessup, Maryland 20794 '
. 410-739-1930
1. DepanmentAgency ! +2. Diviston

3. Unit

DEFINIT

ON - RECORD SERIES: A group of related records nomally filed and used as a unit far reference as well as retention and disposition purposes.

4. Record Serles Title

Building Drawings (.pdf and .dwg)

|
t
)
1

}

§, Earfiest Year/Latest Year

to

'
)
i
'
|

6. Retord Series Description (Briefly describe the types ufinforrna(ldnléncurnenxsﬁur'rrs found in the-series. Incinde thé purpase or function of the series.)
To record the. physical components of county buildings:
1

|
7. Record Seres Format(s)  Listall ¢ B. Record Serles Sequence. 8. Volume .
1 o File.Drawer(s)
1
i O Microfim Reel(s)
= Letter Size! o Mcrofim ! a  Alphabetical
1 Computer Tape(s)
o Legal Size o Computer Tape , O Numerical Number
! 0 Other (specify),
0 Audio Tap OFloppy Disk i O Chronological
0 Bountl Boak 0 Video Tapé, i O Geopraphical 10: Annual Accurnulation
! ~ o File Drawer(s)
o Other (épelilfy) , @ Other (specify)
, a’ Microfilm Reel(s
: Keyword Lookup ©
)
]
. o Computer Tape(s)
; Number
E O ‘Cther (speclfy)
11, Fileis Used 1 12, File-Becomes Inactive After
)
| .
! p
D Daily 0 Weekly o Manthly 0 Annualy Indefinitely 0 Month(s) B Year(s)
Nurmber
13. Current Location(s)

(Blag., Floor, Roam)

Facilittes Management Office

14. Is Record Series Duplicated Etsewhere? (Ifyes, specify agency or office.)

Scott Mesneak

IT & Records Retention Director

410-996-5205

o Yes B No
15, Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 16. Audit Requirements
a Yes m No D None O State o Federal O Independent
17, Is an Index System used? If yes, explain briefly and describe req'ulrements 18. Recommended Retention
a ves 2 o Retain hard copy until after project is completed,
then transfer to Archives for permanent
preservation.
19. Name and Title of Preparer 20; Telephone Mumber.

21. Date

9/10/2010

OGS 550-4 (Rev, 1/8:
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Instructions -Type or Print a separate form for \ DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each nev& or revised record series. Forward i RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) ; 7275 Waterloo Road, P.O. Box 275 pace 1 o 1
Jessup, Maryland 20794
'; 410-798-1830

1. Department/Agency | -2. Divislon 3. Unit

Facilties Management |
|

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Ser'[les Titte

i 5. Eatllest YearA atest Year
Building Specifications '

1990 _ 2009

6. Petord Series Description (Briefly describe the'types of information/dacumentsfforms found in the series. Inchide the purpose or function of the series.).

To.document materials and methods of COnétrudion of county buiildings,

7. Record Series Format(s) List all 8. Record Series Sequence | 8 volume

0 File.Drawer(s)

0 Mcrofim Reel(s)

m Letter Slze a Mcrofim O Alphabetical
1 Computer Tape(s)
O Legal Size 0 Computer Tape 0 Numercal MNumber
a Other (specify),
o Audo Tape 0 Floppy Disk o Chronological
0 Bound Book 0 Videa Tape 0 Geographical 10. Annual Accumutation

O File Drawer(s)
0 Other (épe 1), a ther(speclf\{)

Keyword Lookup O Microfilm Reel(s)

0, Computer Tape(s)-

a ‘Other (specify)

1. Fileis Used

i

i

I

1

t

;

E Number
i

;

\ 12, File-Becomes Inactive After
1

I

I

a Daily DO Weekly O Monthly @ Annually Indeﬁmtely
Nurriber

a Month(s) 0. Year(s)

13. Currenit Location(s)  (Bldg., Floor, Room)

Faciliies Management Office

14, Is Record Series Duplicated Eisewhere? (if yes, specify agency or office.)

o Yes 8 No

15, Access Restrictions (if Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements

Qa Yes m No & None O State O Federal W Independent

17. s an Index System used? If yes,.explain briefly and describe reqillrements 18, Recommended Retention

Retain hard copy until after project is completed,
then transfer to Archives for permanent
preservation.

Q Yes B No

19. Nameand Titte of Preparer 20. Telephone Number. 21. Date

Scott Mesneak 410-996-5205 9/10/2010

IT & Records Retention Director

DGS 550-4 (Rev. 1/83)




instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-79g-1930

each neull or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

1. Department/Agency

Facilities Management

-2. Divislon’

)
|
1
'
i
«
I
'
'
b
!
b
1
i
+
ll
'
)
i
(
'
'
'
+
'
)
0
1
'
'
'
i
'
)

DEFINITION - RECORD SERIES: A group of reléted records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Recard Seftes Title !

Elevator Certificates

5:Earllest YearfLatest Year

2009 ,, 2010

:

6. Pecord Series Description (Briefly describe the types of information/documentsifarms found in the-sefies. Inciude theé purpose or function of the series.)

To ensure the proper operation of elevators

'
i

7. Record Serjes Format(s) List all : i . Record Series Sequence. 9.Volume

D Flle.Orawer(s)

b 0 Microfim Reel(s)
® Letter Size ‘0 Mcrofim Alphabetical

0 Computer Tape(s)
0 Legal Size! 0 Computer Tape Numerical

: a Cther (specify)
0 Audio Tap 0 Floppy Disk Chranalogical

0 Bound Boa O Videa Tape i Geagraphical 10. Annual Accumulation

, . o File Drawer(s)
OOther (specify)_____ Gther (specify)
0. Microfilm Reel
Keyword Lookup crofin Reel(s)
0 Computer Tape(s)-
Number
0 Crher (specify)

1. Flle Is Used 12, File-Becomes inactive After

a Daiy 0 Weekly o Monthly 1 a Month(s) A Year(s)
Number

13. Currenit Location(s) {Bidg.. Floor, Ronm) 14. Is Record Series Duplicated Elsewhere? (i yes, specify agency or office.)

Facilities Management Office
O Yes ® No

15, Access Restrictlons (if Yes, cite Law(s) & Regulation(s) i 18.  Audit Requirements

a Ye o No O None ® State O Federal O Independent

17, Is an Index System used?.If yes, explain briefly and describe rectunlrements 18. Recommended Retention
(

” o ‘ Retain hard copy for one (1) year then destroy.

18. Name and Title of Preparer 20. Telephone Mumber 21. Date

Scott Mesneak . 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 5504 (Rev. j1/83)




INSTRUCTIONS - Type or print a : DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate|form for each newfrevised ; RECORDS MANAGEMENT DIVISION
electronic record series. Forward with ! 7275 Waterloo Road, P.O. Box 275

Records Retention Schedule (DGS 550-1) ! Jessup, Maryland 20794
COMAR [14.18.04 i {410) 799-1930 Page,

1 DEPARTMENT/AGENCY ! 2 DIVISION 3 UNIT
Cecil C|ounty Government ! Facilities Management

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and dlsposmon purposes

4 ELECTRONIC RECORD SERIES TITLE ' 5 EARLIEST YEAR/LATEST YEAR
Emails|Used to Track Equipment Problems 1o 2010

t

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by-system
| .

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe.the information/documents/forms
’ contained in a series. Include purpose and function of the system.

Emails|that track problems with eiquipment.

i
i
I
|
|

|

9 POLICY ON ACCESS AND USE - Explain or attach copy. if -established in writing.

Admlnlstratlon Department Heads will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read) (print) and (hold) access.

| i

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the ori iginal document; if updates are needed, the document needs to be
replaced.

v
!
'
0
|

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usablllty throughout the record's authorized life cycle.

Cecil County Government Admlnlstratlon Building

Record|is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION !
Retain e{lectronic files until County has disposed of equipment then destroy.
|

13 TYPED OR PRINTED NAME OF | 14 TELEPHONE NUMBER 15 DATE
PREPARER ;

Scott Mesneak 410-996-5205 9/10/2010

16 TITLE OF PREPARER

l IT & Records Retentllpn Director
DGS 55016
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Instructions ~-Type or Print a separate form for .
e ———d ]
| . . '

each new or revised record series. Forward !
'

'

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watsrloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1830

AGENCY RECORDS INVENTORY

PAGE 1 OF 1—

1. DepartmentAgency

Facilities Management

-2, Divislon

3. Unit

4. Record Serles Title

Fire Alarm Annual Inspection Reports

DEFINITION - RECORD SERIES: A group of related records nommally filed and used as a unit for reference as well as retention and disposition purposes.

§. Eatlliest YeariLatest Year

2006 ,, 2010

'

8. Record Serfes Description (Briefly describe the. types of informatidn/documentsforms found in the series. Incinde the purpose or function of the seres.)

To document proper operation on fire ala_rm‘s_y,stems

7. Record Series Format(s) Listal

8. Record Series Sequence 9. Valume
0 File Drawer(s)

. O Mcrofiim Reel(s)

® Letter Size u Mcrofim 0 Alphabetical
| A Camputer Tape(s)

O Legal Size 0 Camputer Tape H 0 Numerical Number
¢ o Other (specify),

O Audio Tape OFloppy Disk ! o Chronalogical

0 Bouhd Book o Viden Tape . O Geographical 10. Annual Accumulation
. 0 File Drawer(s)

0 Other (specify), ' W Other (specify)
|
: 0 Microfilm Reel(s
' Keyword Lookup ©
)
i 0. Computer Tape(s)
' Number
. o 'Other (speclfy)
|

1. Flle Is Used \ 12, File Becames Inactive After

a Dailly ! O Weekly, O Manthly @ Annuaily 5 0 Month(z) @ Year(s)
| Nurmber

13. Currerit Location(s)

(Bidg., Floor, Rgom)

Faciliies Management Office

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

o Yes 8 No

O Yes

15, Access|Restrictions (If Yes, cite Law(s) 8 Regutation(s)

@ No

1B. Audit Requirements

O None 0 State 0 Federal @ Independent

a Yes

B No

'
'
'
v
'
'
|
T
L

17. s an Index.System used? If yes, explain briefly and describe requirements

:
'
'

18.  Recommended Retention

Retain hard copy for five (5) years then destroy

19. Name and

itle of Preparer

Scott Mesneak

IT & Records Retention Director :

20; Telephone Mumber.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions ~Type-or Print a separate form for
| . .
each new; or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1830

PAGE 1 OF 1

1. Depanment/Agency

FacilitiesManagement

2. Divislon

3. Unit

DEFINITION - RECORD SERIES: A group of ralatéd records normally filad and used as a unit for reference as well as retention and disposition purposss.

4. Record Serles Title

Fire Extin!guisher Annual Inspection Reportsi

'
)

1

5. Earliest Yearf.atest Year

2010 ,, 2010

6. Retord Seris Description (Briefly describe the.types of information/dacumentsfforims found in the series. Inciude thé purpose ar function of the series.)

To documment proper operation on fire exting!uishers

7. Record Seriil!s Format(s) List al

i
I
1
|
'
(
1
‘
'
)
]
i
'
!

8. Record Series Sequence 8:Valume
O File.Drawer(s)
O Microfliim Reel(s)
® Letter Size 'O Mcrofilm ! O Alphabetical
\ 0 Computer Tape(s)
O Legal Size 0 Camputer Tape X O Numerical Number
i O -Other (specify)
o Audio Tape aFloppy Disk | 0 Chronological
’ :
0 Bound Book o Video Tape t O Geographical 10. Annual Accumulation
_ : . 0 File Drawer(s)
O Other (specify) . W Other (specify)
' | Miciofitm Reel
E Keyword Lookup: o Mictoflim Reel(s)
i 0. Computer Tape(s_)
' Number
i O ‘Ceher (specify)
|
1. File Is Used ; 12, File-Becomes Inactive After-
i
0 Dally 0 Weekly, O Monthly lAnnua'ly 5 O Month(s) @ Year(s)
Nurmber

13. Cufrerit Lotation(s)  (Bidg., Floor, Roory),

Faciliies Management Office

v
)
|
'
1
'
b
v
¢
)
)
|
I
1

14, Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.)

'
a Yes 8 No
‘
'
18, Access l}?estrl:llnns_ (fYes, clte Law(s) 8 Reguiation(s) ) 18, Audit Requirements
i
o Yes - No N O None a State 0O Federal & Independent
)
]
i
I
i .
17 {5 an In

o Yes | Ng

ex. System used? if yes, explaln briefly and describe rem:xlremen'ts

18. Recommended Retention

Retain hard copy for five (5) years then destroy

18. Name.and Tide of Preparer

Scott Mesneak
IT & Records Retention Director

|
\
|
1
i
b
v
)
V
)
1
¥
1
1
3
i
'
|

20. Telephone Mumber.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




each new

with Recol

Instructions -Type-or Print a separate form for

or revised record series. Forward
rds Retention Schadule (DGS 550-1)

410-798-1930

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 Watsrioo Road, P.O. Box 275
Jessup, Maryland 20794

PAGE 1 oF 1

1. Department

Facilities

/Agency
Management

-2. Division

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Seres Title '

Fire Suppression System Annual Inspection Reports

5. Earliest YearfLatest Year

2008 , 2010

6. Record Seri
To docufr

ent proper operation on firé suppression systems,

s Description (Briefly describe the.types uflnfom-satidnldécurnents/for'rrs found in the series. Inciude the purpose or function of the series.).

Scott Mesneak 410-996-5205
IT & Records Retention Director !

b
i
|
i
.
]
|
7. Reconrd Series Format(s) List all i B. Recard Series Sequence 9. Valume
? O Fite.Drawer(s)
j
. o Microfim Reel(s)
® Letter Size ‘@ Microfilm | O Alphabetical
| 1 Camputer Tape(s)
0O Legal Size O Computer Tape ' O Numerical Number
a Other (specify)
0 Audio Tape O Floppy Disk ! o Chronotogical
|
0 Bouhd Book O Videa Tape. : o Geographical 10. Annual Accumulation
) O File Drawer(s)
0 Other (specify). i B Oher (specify)
| o Microfifm Reel(s
Keyword Lookup ©
E 0, Computer Tape(s)
. Number
! O Other (specify)
1
1. File is Used H 12, File Becomes Inactive After
)
1
0 Daily 0 Weekly O Monthly & Annually 0 Month(s) a Year(s)
. Nurmber
)
\
I
i
13. Current Lot;,atiun(s) (Bldg., Flaor, Raorn) M 14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
! v :
Facilites Management Office :
: 0 Yes 8 No
|
- |
15, Access Restrictions (If Yes, cite Law(s) & Regulation(s) t 15, Audit Requirements
!
o Yes m No : o None 0 State o Federal W Independent
+
)
i
17, Isan lnﬁex,Sy&tem used? If yes, explaln briefly and describe reqﬁlrements 18.  Recommended Retention
| . ) .
o yed _— | Retain hard copy for five (5) years then destroy
A 1
1
i
)
19. Name and Title df Preparer 20 Telephone Mumber. 21. Date

9/10/2010

DGS 550-4 (Rev. 1

93)

o




Instructions -Type or Print a seperate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-793-1930

esach new/or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

1. Depanmentlmgency

Facilities Management

|
1
|
i
]
1
:
|
)
1
)
|
i
!
|
i1 2 Diviston
I

]

]

1

i

1

DEFINITION - RECORD SERIES: A group of relal
4, Record Seriés Title

Material Slafety Data Sheets

ted racords nomally filed and used as a unit for reference as well as retention and disposition purposes.
i 5. Earllest YearfLatest Year

| 2007 ,, 2010

6. Record Series Description (Briefly describe the ypes af Information/dgcumantsffarms found in the-seties. Include the purpose or function of thé series.)

! .
To document safety measures for chemicals and other materials

8. Record Series Sequence. 9: volume

0O File.Drawer(s)

i
!
|
'
1
I
|
|
7. Record Serigs Format(s)  List all i
|
! O Mcrofim Reel(s)
w Letter Size ‘aMerofim !

Alphabeticat

QO Computer Tape(s)
OLegal Size 0 Camputer Tape Numerical
0 Other (specify)

O Audlo Tape O Floppy Disk Chronological

Geographical 10, Annual Accumulation

0 File Drawer(s)
0 Other (specif Other (specify)

Keyword Lookup o Microfilm Reel(s)

|
i
0 Bound Book D Videa Tape. ':
i
\
\
s
1

0 Computer Tape(s)
Number

a Other (specify)

1. File is U 12, File-Becomes Inactive After

g Month(s) 0. Yean(s)
Nurrber

13. Current Location(s) (Bldg., Fioor, Roomy 14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)

Faciliies Management Office
o Yes 8 No

15, Access Restrictions (f Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

d Yes m No

)
i
i
t
|
i

o Daliy W Weekly a Monthly, T Annuaily Indeﬁmte'y

)
i
i
|
]
|
i
:
+
1
j
!
|
| o None & State W Federal O Independent
]
1

17, Is art Index System used? If yes, explain briefly and describe requirements 18.  Recommended Retention

Continuous Record. Maintain as a perpetual file by

updating when amended or revised and destroying
obsolete material.

a Yes B No

19. Name and Tite of Preparer 20 Telephone Mumber. 21. Date

Scott Mesneak 410-996-5205 9/10/2010

IT & Records Retention Director

DGS 550-4 (Rev. 1/53

!
|
i
1
t
]
j
]
i
i
\
|
I
!
b
I
1
i
t
|
i
)
I
|
!
}
|
1
|
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Instructions -Type or Print a separate form for
each new,or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watertoo Road, P.O. Box 275
Jessup, Maryland 20794

410-783-1830

- _AGENCY RECORDS INVENTORY

F‘AGE1_ OF __1_

1. Department/Agency

Facilities|Management

-2, Divislon

J. Unit

DEFINITION - RECORD SERIES: A group of related records normally flled and used as & unit for referance as well as retention and disposition purposes.

4. Record Series Title

|
Security Event Logs

§. Earllest YearfLatest Year

2009 , 2010

6. Retord Séries Description (Briefly describe the types of information/da
To document events at the Courthouse and

ncumentsforms found in the seres. Include thé purpose or function of thé series.)

Administration security points

7. Record Serles Format(s)  List all

i . B F(ecu!'d Series Sequence 9! volume
| A 0 Flle Drawer(s)
! N
i ) 0 Microfilm Reel(s)
m Letter Size. ‘0 Microflm | Qo  Alphatetical
I
! . a Computer Tape(s)
O Legal Size O Computer Tape i O Numerical Number
‘ O Other (specify)
a Audio Tape 0 Floppy Disk i o Chronological
0 Boundl Book D Video Tape ! O Geographital 10: Annual Accumulation
1
; o File Drawer(s)
o Other (specify), ! @ Other (specify)
1 o Microfilm Reel(s
' Keyword Lookup; ©
i
i o, Computer Tape(s)
! Number
| O ‘Cther (specify)
|
1. File is Used ' 12, File-Becomes Inactive After
o Daily .Weekly‘ o Manthly, a Annuall 20 0 Month(s) @ Yecar(s)
Number

13. Current Location(s)

(Bldg.. Floor, Roorn)

Facilities Management Office

14. Is Record Series Duplicated Elsewhere? (ifyes, specify agency or office.)

0 Yes % No

O Yes

15, Access Restiictions (f Yes, cite Law(s) & Regulation(s)

| No

16. Audit Requirements

O None ® State W Federal O Independent

o Yes

. o

|

t7. Is an Index System used? If yes, explain briefly and describe requ‘iremcnis

18.  Recommended Retention

destroy.

Retain hard copy for twenty (20) years then

19. Name and Tite of Preparer

Scott Mesneak

IT & Records Retention Director

20. Telephone Number.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)

|
|
|
!
!
|
1
!
:
I
i
)
1
!
I
i
i
1
1
1
i
i
|
)
1
!
:
i
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